INSTRUCTION MANUAL



Installation Notes

The PACT Data Entry and Reporting System is written in Microsoft® Access97®. You
must have Access97 or a later version of Access installed on your system to use this
software. If a newer version of Access is used, you must decide whether you would like
to convert to the newer version. If you have not yet converted all PCs in your
organization to Access2000, you may want to consider maintaining your database in
Access97. Once converted to Access2000, that particular copy of the database will no
longer work in Access97. However, you would still be able to run the Access97 version
of the database using Access2000.

The database has been provided to you in split format to allow you to run it on a network.

1) Install the back-end of the database on a network drive.

2) Install the front-end of the database on each user’s PC.

3) Open the front-end database; go to Add-Ins on the Tools menu and select Linked
Table Manager.

4) A list of Tables will appear. Click “Select All” and then “OK”.

5) Designate the new location of the back-end of the database.

Note: The PACT Data Entry and Reporting System was designed using a screen
resolution of 800 x 600. Running the program at higher screen resolutions may result in
a loss of screen images.
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PACT Data Entry and Reporting System

Instruction Manual

% Microsoft Access - [StartWork - Form]

This is the main data entry screen that is displayed at startup.

Select one of the command buttons —

Consumer Data Entry (to add new consumers and related information);

Staff Data Entry (to add new staff members, staffing positions, etc.);

Create Reports (to view and print reports);

Create Data Exports (to export Consumer and Staff data).



Consumer Data Entry

This is the PACT Consumer Information screen. Consumer records
are displayed in alphabetical order by last name.

&\ Microsoft Access - [PACT Consumer Information]
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To navigate through the records, use the [Page Down] and [Page
Up] keys or the command buttons in the upper left corner:

1] 4] HH“

Add Hew

To move from one field to the next within the consumer’s record,
use the [Tab] key or point and click with your mouse. If you do
not yet have the information required to complete a data field,
simply tab over it. Data can be added or corrected at any time.



- How Records Are Updated -

Note: If records are changed (or empty data fields are filled after
the first time the record is created), Access will prompt you with
the following message box:

Microzoft Access

You are about to run an update query that will modify
data in your table.

Aire pou zure you want to wn this tppe of action queny’?
Far information on hiow bo present this message from displaving everny
time vau rmin an action guery, click Help,

Hit “Yes”, (unless of course, you made a mistake and did not
mean to enter new or changed data). Access will then prompt you
a second time:

Microsoft Access

& You are about to update 0 row[s].

Dnce you click Yes, vou can't uge the Undo command to reverse the
changes.
Are you sure pou want fo update these records?

Hit “Yes”. The number of rows you are ““about to update™
depends upon whether or not the record has already been
exported. If not, it will equal ““0 row(s)”. If it has already been
exported, it will equal “1 row(s)”’.

This applies to all records — revised consumer information,
changed or updated diagnoses, housing or employment events, and
so forth.



After entering the consumer’s first and last name, enter the date of
birth in the “DOB” field in the format — mmddyy. (For example,
Frank’s birthday is entered “010148” without the ““/”” key.)

fuceslm

18 Date || Reason’

Whar T

{o]u]:]
1411948 |1kl
Agian or Pacific lslander |
Oitker

Note that “Race” and “Sex” have drop-down boxes. Simply click
E_J = /it
| _I—_Io__sEit_ql_j Crin) Amenican Indian
Unknown

on the correct choice:
e Black. r|u:nArner|-:an
Alazkan Mative
154 Pripae | -1 miere: | a6

Enter the date the consumer was enrolled on the PACT Team in
“Admission Date”, using the same format as shown above. (All
date fields in the software use this same format.)

Enter the consumer’s “MISNo” (the agency’s Client ID #).

Enter the consumer’s six-digit “State ID” (also sometimes called
the ““regno”™).

Enter the consumer’s nine-digit “Social Security Number”.
Enter the consumer’s “Medicaid #”.

If the consumer is discharged from the PACT Team, enter the
“Discharge Date”. In the “Reason? Xfer To?” field, enter a brief
note detailing the reason for the discharge and the service to which
the consumer was transferred. (Lengthy notes can be entered here
but will not be fully visible without scrolling down.)



Other Consumer Related Data
Click on any of the following tabs to enter and view other

information about the consumer:
Diagnosis | Physical Disabilty | Housing | Employment | Local Hospial | Criminal Justice |

(Information can be entered as it is gathered over time, as long as
a few simple rules are followed. These are explained in the
following sections.)

Diagnosis
Enter the consumer’s current diagnostic information, including the
two-digit GAF score,

the Mental Health Priority Populations status (A, B, or C)
BAF Score: | MHPiPeri [ -]SAPiPap| ]
A

Pimay Disgnosis:  wis[ =1 |2

I

and the Substance Abuse Priority Populations status (Yes or No).
-@.&E:S.D‘?!['?l.] MH PriFop: W _?C{Q-E‘PPF'W

Yes
Primary Diagnosis:  Ais: [ -] Hu

The DSM diagnosis may either be entered manually, chosen from
the drop-down box, or a combination of both. (For example, by
entering the number ““295”” and then clicking on the drop-down

box, a list of Schizophrenia related diagnoses is displayed.)
Primary Diagnasis: -"’-ﬂlﬁm

=l =]

29510 | Schizophrenia, Dizorganized Type -
295.20 | Schizophrenia, Catatonic Type

Schizophrenia, Paranoid Type
429540 | Schizophreniform Dizorder, w/out good prognostic features _____j—
295,408 | Schizophrenifarm Digorder, with good prognostic features

29560 | Schizophrenia, Residual Tepe

2395.70 | Schizoaffective Dizorder, Bipolar Type

295704 | Schizoaffective Dizorder, Depreszive Type -




A consumer may have more than one primary diagnosis. (When
entering a second primary diagnosis, leave all other fields except
the ““Axis™ field blank. However, if you are recording a change in
the consumer’s primary diagnosis, please re-enter all of the data
fields.)

Physical Disability
Click any applicable physical disabilities:

Phpzical Dizability

4 Client 1D | q
Fhys 10 1 A

Phwsical Dizability | B3
De Ealirg

Blindness or severe wisual impairment

Maonambulation or major difficulty in ambulation

5

|Inable to communicate with verbal speech
Traumatic brain injuy
b ajor medical conditiondchronic health problem

Record: 14 -H_Dtth

MHone

Note: “Major medical condition/chronic health problem is one
that requires ongoing treatment.

Housing
First, enter the date the consumer moved into the housing type
(“Housing Start Date™).

F Cliert 10 38

Houging Start Date:1 07401400 End Date: 1 Housing Event |0 14|
Haouzing Tupe: I Living Arrangernent-with W honn: I

Frivate ResidenceHousehold Lives alone
Lives with relatives [nuclear or extended family]
Lives with non-related perzonz

Shelter includes homeless sheler]
Boarding home

Foster home

Lizenzed home for adultz [hon-C58]
C5E rezidential zetting

Other residential zetting Add Hew Housing Event
Murzing home -
Haspital bdake sure there iz 3 an "End Date"

Local jail or comectional facility for the previous housing event

State correctional facility
Other inztitubional zetting
MHone [homeleszs; non-zheltered]

Record: Hi H 1/ ¥ |H H?] af 1




Then choose the correct “Housing Type” and “Living Arrangement
— With Whom”.

Note: If the consumer moves, first enter an “End Date”, then click
“Add New Housing Event”.

Employment
First, enter the date the consumer is categorized as unemployed or
“not in labor force” or begins employment.

E mployment
i E mployment Status. Client 1D
Emp_lu:u_l,!._Sta_[t-D@ta| Employ End Date | W a8
| PRV Part-time [<35hrs] Event 1D
Idnemploped 19
[mmddyy] [mrmddyy] MILF- lin:u-l'rlruﬁen'laklﬁer
MILF- student
MILF- retired
Add Hew Employment E vent HILF- dizabled
Make zure there iz a an "End D ate" H:H:: I P:nsmfu':":'n"'lliall ki
for the previous employment event! - other [ie. not looking]
F-T and P-T includes tranzitional and supported
MILF = nat in labaor farce

Then choose the correct “Employment Status”.

Note:

“Full-time (>=35hrs)” means the consumer is employed 35 hours
or more per week, including transitional and supported
employment.

“Part-time (<35hrs)” means the consumer is employed less than 35
hours per week, including transitional and supported employment.

“Unemployed” means the consumer was previously employed and
is (or likely will) actively seeking employment.

“NILF” means the consumer is not seeking employment because of

one of the stated reasons. “NILF — other” means the consumer is
unemployed and has stopped actively seeking employment.
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Note: If the consumer’s employment status changes, first enter an
“Employ End Date”, then click “Add New Employment Event”.

Local Hospital
If the consumer is hospitalized (other than a state facility) for
psychiatric care, enter the admission and discharge dates.

Local Hospital Llse

>

Add Hew Local
Hosp

|L-:u:a| Hozpital Admit [ ate i

|L-:u:a| Hozpital Discharge Datei

tdake zure there iz a "Dizcharge Date' for
the previous hospital admizzion!

[rmcddyy]
[rrndduy]

| E

Criminal Justice
If the consumer is arrested, enter the “Arrest Date”. If the arrest
results in admission to jail or prison, enter the “Jail or Prison

Admit Date” within the same record (“CJ Event”).

Criminal Justice Involvement

Record: H] «H 1[HE HJ:-.- af 1

4 Amrezt [ ate J (] 2l E—l
|J ail ar Prigon Admit Date 1 o Event D
|Jai| ar Prizan Dizcharge Date! el Add New MHumber]

CJ Event
kM ake sure'there iz a 2" Dizcharge D ate"!
fior the previous Jail/Frizon admizzion]
Record: 14 < |] R N | ]

This concludes the chapter on consumer data entry. To return to
the main menu, click “Exit Form”.

R

Exit Farm :
|
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Staff Data Entry

This is the PACT Staff Information Screen.

@, Microsoft Access - [Staff]
“ File Edit ¥iew Insert Format Records Tools Window  Help _|5’|1||

- BeRy | o ojae Ba- D)
¥-BERY ke v o @@tz YE  (#rxwrBo 0

506

Add New [Cicense/Cai
Staff

» Staff Positions:

7 Staff Position s |StaffD ||appointment #
50E 3

P [&ppointment End] [Hours per Week
a

[rnmddyy) [rmddyy)

Add Hew
Appointment

Make sure there iz an "Appointment End”’ Date &
far the previous appointment EL

Record: I|| 1 || 1|HEE |>| |He| of 1 E it Fiarm

Record: I<|4|| 2 >|PI|HE|0F9

[Form Yiew e
k= || Slalll I% Microsoft Access - [S5... & Microzoft Photo E ditar | |y<ﬂ;§:\jo® 5018 PH

Enter the staff member’s name and agency ID. Then select the
highest job-related degree the staff member holds.

|PACT StaffiD |
506

Add Hew =
Staff B 5
Other Bachelars _I
Staff Positions: k2,

M5

Staff Pogiion | Bt
j Other quters U

Note: If the staff member’s degree is not listed, choose the most
closely related one but do not exceed the correct level of education
(e.g., for all Associates Degrees, select “AA’)

»
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Select up to two job-related licenses or certificates the staff
member holds.

[ |
Add Hew License/Certificate] | |License/Certificate;
Staff :_i
LPM Licenzed Practical Murse (B ——
Staff Paosit| AM Fegistered Murse
b MHFP Murze Practitioner e
CSw Lic. Clinical Social wark,
LPC Lic. Profezsional Counselor
aT Occupational Therapist

AFPRF | Azzoc. Paych Rehab Prachtioner trrienk
RFREFP | Req Psuch Rehab Practtioner >

4| | »

IR iy

Staff Position
Select the position the staff member serves on the PACT Team.

Staff Positions:
» Staff Fasition |

! B
Team Leader =
Faychiatrizt

Lead Clnician
Lead RM

MH Frofessional/RiN [ty
bH Professional /S
MH ProfessionalWoc by
tMH Profeszsional/Lead _:L]E"t

pointmer

Position Appointment

Enter the date the staff member is appointed to the position and the
hours per week the staff member works in this position. (If the
agency’s work week is less than 40, round full-time positions up to
40 hours per week.)

Appointment Statt | [&ppaintment End| [Howrs per Week |
| B 0
[rornicddy] [rmnicidy]
Add Hew
Appointment

bake zure there iz an “Appointment End'! Date
for the previouz appointment
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Create Reports

This is the Reports Menu. Consumer and Staff related data may be
viewed and printed by selecting the appropriate report.

&, Microsoft Access - [ChooseReports : Form]
“ File Edit Miew Insert Format Records Tools Window  Help _|5’|£|

2-l@ ey =w |- e® BB
- a Ry i cay- € eliid e ar-% B 5|0

nd Current Cenzu: Housging Status by Consumer

Diagnozes by Consumer Houzing Status by Type
Diaghozes by Tupe Ermplayrnent Status by Consuner

Physical Dizability Status Ermplayrent Statuz by Tepe
Local Hospital Use Criminal Justice |nvalvement

Staffing - Current Staffing - Histarical n
el BETIEE

Record: I<| 4 || 1| |>||>*| of 1

[Farm Yiew e i s S s
| Slalll I& Microsoft Access - [C... | & Microsoft Phato Editer | |§<}‘J§"~O°‘® 519 FM

Use the Window’s Toolbar when viewing and printing the report.

When finished, click “Close” to return to the Reports Menu.
” File Edit Wiew Tools Window Help

2 -8 o o@@| w- -

Close | EF -

2}

Note: If you select the “PACT Enrollment and Current Census”
report, you will be prompted to enter a report date (mmddyy).
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Create Data Exports

This is the Data Exports menu.

@, Microsoft Access - [Choose Exports : Form]

“ File Edit Miew Insert Format Records Tools Window Help ;liliﬂ
- Beky | 2rvd el Ba- D)

E-wesRy iy o Ea€® e B X IDE- B

2

Exports Menu
FaportDatato |Export Files to PACTData folder for
" \PACTData" |use as email attachments to CSS/0OMH
Print Census | Print confidential consumer mformation
Reportio Fax |to mail or fax to CSS/0OMH
| Export Cemsus to | |Export confidential consumer
i* 80\ ConsumerDataxls” | |information to diskette

Record: I1| 'l || 1| |}I|HE| of 1

[Farm Yiew e e S e e
listart || @, Microsoft Access - [C... & Miciosoft Photo Ediar | AN HDD 52 pu

At the end of each month, select “Export Data to * \PACTData’”
to create files to be sent to the Community Support Services
section of the Office of Mental Health at the DMHMRSAS Central
Office.

ExportData to |Ezport Files to PACTData folder for
" \PACTData” [use as email attachinents to CSS/0MH

Note: When the software is first installed, a folder is set up to hold
these data files. You are required to attach these files to an email
each month and send them to CSS/OMH.

15



Select “Print Census Report to Fax” to print out confidential
consumer information that should be faxed and not be sent by
email to CSS/OMH,

' . - ! :
Print Census | Print confidential consumer information

Report to Fax |to mai or fax to CES/0OMH

Note — this is the same as selecting the “PACT Enrollment and
Current Census” report; you will be prompted to enter a report
date (mmddyy).

Select “Export Census to ‘A:\ConsumerData.xlIs’” to create an
Excell spreadsheet on diskette of confidential consumer
information as an alternative to printing and faxing.

: |Export confidential consumer
= linformation to diskette
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